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Federal Management Regulation § 102–118.330

issue a decision. A TSP must submit
claims within 3 years under the guide-
lines established in § 102–118.460.

§ 102–118.320 What information must
be on transportation bills that have
completed my agency’s prepayment
audit?

(a) The following information must
be annotated on all transportation bills
that have completed a prepayment
audit:

(1) The date received from a TSP;
(2) A TSP’s bill number;
(3) Your agency name;
(4) A Document Reference Number

(DRN);
(5) The amount billed;
(6) The amount paid;
(7) The payment voucher number;
(8) Complete tender or tariff author-

ity, including item or section number;
(9) The TSP’s taxpayer identification

number (TIN);
(10) The TSP’s standard carrier alpha

code (SCAC);
(11) The auditor’s authorization code

or initials; and
(12) A copy of any statement of dif-

ference sent to the TSP.
(b) Your agency can find added guid-

ance in the ‘‘U.S. Government Freight
Transportation—Handbook,’’ obtain-
able from:

General Services Administration
Federal Supply Service
Audit Division (FBA)
1800 F Street, NW.
Washington, DC 20405
http://pub.fss.gsa.gov/transtrav

MAINTAINING AN APPROVED PROGRAM

§ 102–118.325 Must I get approval for
my agency’s prepayment audit pro-
gram?

Yes, your agency must get approval
for your prepayment audit program.
The highest level budget or financial
official of each agency, such as the
Chief Financial Officer, initially ap-
proves your agency’s prepayment audit
program. After internal agency ap-
proval, your agency submits the plan
in writing to the GSA Audit Division
for final approval.

§ 102–118.330 What are the elements of
an acceptable prepayment audit
program?

An acceptable prepayment audit pro-
gram must:

(a) Verify all transportation bills
against filed rates and charges before
payment;

(b) Comply with the Prompt Pay-
ment Act (31 U.S.C. 3901, et seq.);

(c) Allow for your agency to establish
minimum dollar thresholds for trans-
portation bills subject to audit;

(d) Require your agency’s paying of-
fice to offset debts from amounts owed
to the TSP within the 3 years as per 31
U.S.C. 3726(b);

(e) Be approved by the GSA Audit Di-
vision. After the initial approval, the
agency may be subject to periodic pro-
gram review and reapproval;

(f) Complete accurate audits of trans-
portation bills and notify the TSP of
any adjustment within 7 calendar days
of receipt;

(g) Create accurate notices to the
TSPs that describe in detail the rea-
sons for any full or partial rejection of
the stated charges on the invoice. An
accurate notice must include the TSP’s
invoice number, the billed amount,
TIN, standard carrier alpha code, the
charges calculated by the agency, and
the specific reasons including applica-
ble rate authority for the rejection;

(h) Forward documentation monthly
to the GSA Audit Division, which will
store paid transportation bills under
the General Records Schedule 9, Travel
and Transportation (36 CFR Chapter
XII, 1228.22) which requires keeping
records for 3 years. GSA will arrange
for storage of any document requiring
special handling (e.g., bankruptcy,
court case, etc.). These bills will be re-
tained pursuant to 44 U.S.C. 3309 until
claims have been settled;

(i) Establish procedures in which
transportation bills not subject to pre-
payment audit (i.e., bills for unused
tickets and charge card billings) are
handled separately and forwarded to
the GSA Audit Division; and

(j) Implement a unique agency num-
bering system to handle commercial
paper and practices (see § 102–118.55).
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